
Student Financial Services

MANAGE YOUR ACCOUNT 
(AUTHORIZED USER)



Step 1 

• Find the email from 
webfees@csusb.edu 
and click on the URL to 
access your account for 
the first time 

mailto:webfees@csusb.edu


Step 2 

• Enter your username 
(parent pin) and 
password, both located 
in the email

• Click sign in



Step 3

• You will be prompted to create a new 
password

• Save or make note of your password, as this 
is the password you will use every time you 
log in to make a payment

• You can choose to leave the bottom box 
checked or uncheck it

• Click sign in



Step 4

• Once signed in, you will have access to the 
payment site

• Note: this does not allow you access to 
detailed student information, only access to 
submit a payment on behalf of the student. 
If additional information is needed 
regarding the student’s account, the 
student will need to complete a FERPA form 
online through their student portal



Student Financial Services

MAKE A PAYMENT ONLINE
AS AN AUTHORIZED USER



Step 1

• Once on the payment site, 
click on Make a Payment 
(either on the top left or 
bottom right of the page) 



Step 2

• Select the applicable item you wish to 
pay, or click on View all items for a full 
list of items to pay

• For the purposes of this guide, the 
example will be using Undergraduate 
Tuition and Fees



Step 3
• Select the applicable item you wish to pay, add to payment and select pay now



Step 4
• Scroll down and click on Checkout



Step 5

• Select your payment method



New Credit or Debit Card

• Enter all required (indicated by *) 
information and click continue 

• Note: you can save your card 
information for a quicker checkout 
process in the future (this is not 
direct deposit or auto pay)

• Note: a non-refundable 2.65% service 
fee is charged for all online 
credit/debit card transactions 

• Note: In person credit card payments 
are not accepted 



New Bank 
Account 

• Enter all required (indicated by *) 
information and click continue 

• Note: you can save your bank 
account information for a quicker 
checkout process in the future (this 
is not direct deposit or auto pay)

• No service fee charged 



New 529 
Savings Plan

• Enter all required (indicated by *) 
information and click continue 

• Note: you can save your 529 
savings plan information for a 
quicker checkout process in the 
future (this is not direct deposit or 
auto pay)



International 
Payment

• Select the country you are paying 
from and complete all steps 
required for payment following 
your selection

• Note: international payments may 
take several days to be received. 
Please plan your payments 
accordingly with all payment 
deadlines
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